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PURPOSE:  Prescribes policies for reimbursement of travel expenses. 
 
APPLICATION:  Applies to the entire department. 
 
(1) The department shall reimburse department employees and members of the Mental  
Health Commission, state advisory councils, and special committees and task forces for 
travel expenses as set out in the State of Missouri Travel Regulations Issued by the 
Office of Administration, this DOR and facility policies.  The department may also 
authorize reimbursement of travel expenses for consultants, volunteers and members of 
regional advisory councils and parent associations. 

(A)  Each facility may promulgate policies governing reimbursement of travel 
 expenses for its employees which may be more, but may not be less restrictive than the 
State of Missouri Travel Regulations of department regulations. 

 
(2) Requests for reimbursement of travel expenses for the period of the 15th of one  
month through the 14th of the next month shall be made on the Monthly Expense 
Report form (MO 300-0966N (4-06)) issued by the Office of Administration and 
approved as follows: 

(A) By the head of the facility or designee for facility personnel, volunteers and 
 parent associations; 

(B) By the division or deputy director or his/her designee for the heads of the 
 facilities; 

(C) By the division or deputy director and deputy director (administration)or  
his/her designee for central office employees, members of state and regional advisory 
councils, and others as designated by the division/deputy directors; 

(D) By the department director and deputy director (administration) or his/her 
 designee for members of the Mental Health Commission, special committees and task 
forces, deputy and division directors and other persons reporting directly to the 
department director. 
 
(3) State vehicles may be used for in-state or out-of-state surface travel if available.   
Out-of-state surface travel is usually cost prohibitive as reimbursement is limited 
according to travel rule 16 of the State Travel Regulations.  Requests to use state 
vehicles for out-of-state travel must be approved on the “Out of State Travel 
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Authorization,” Form MO 300-0072N(4-01).  State credit cards may be used to purchase 
fuel and services other than major repairs only for the state vehicle carrying the license 
number on the credit card.  A receipt shall be attached to the Monthly Expense Report 
for fuel or services purchased for a state vehicle using personal funds.   

 
(4) It is the policy of the State of Missouri as well as the Department of Mental Health 
 for employees to select the most cost effective method of travel.  The Commissioner of 
Administration will periodically issue mileage reimbursement rates comprised of a 
standard rate and a state fleet rate.  The standard mileage rate is deemed to represent 
the total cost to own and operate a personal vehicle and is tied to the mileage 
reimbursement rate established by the Internal Revenue Service. The state fleet 
reimbursement rate reflects the average cost of operating a mid-size sedan in the state 
fleet. For current rates see  
http://www.oa.mo.gov/gs/fm/statevehiclepolicy.htm   

 
All relevant factors such as the urgency, nature of travel required, type of vehicle 
required for the number of passengers, tool or equipment load, employee time and 
effort, official domicile, proximity to rental or state vehicles and other administrative 
costs should be considered when selecting the most cost effective option.  The following 
policies shall be followed in determining the most cost effective method of travel and 
the rate of reimbursement if applicable: 

(A) In most circumstances, use of state vehicles is more cost effective than 
 mileage reimbursement; therefore, state vehicles shall be utilized whenever possible 
and employees should avoid driving personal vehicles for official state business. 

(B) When a state vehicle is available and the employee elects to drive a privately 
 owned vehicle, the maximum reimbursement rate for an employee shall be limited to 
the state fleet rate. 

(C) If a state vehicle is not available, a determination should be made as to the  
next most cost effective option, whether that be rental vehicle or use of a personal 
vehicle reimbursed at the standard rate. The maximum reimbursement shall not exceed 
the cost of the rental or mileage at the standard rate, whichever is lower.  

(D) The Trip Optimizer assists state agencies in determining the most cost effective 
 travel option for instate single trips. The State Fleet Management Program maintains 
the Trip Optimizer at http://www.oa.mo.gov/gs/fm/index.htm  

(E) Exceptions will be granted and mileage will be reimbursed at the standard 
 rate for any travel that is less than 100 miles per single trip. A single trip includes any 
number of trips taken by an individual during the same day. Exceptions will also be 
granted and mileage will be reimbursed at the standard rate for employees working in 

http://www.oa.mo.gov/gs/fm/statevehiclepolicy.htm
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positions that require frequent, unscheduled travel as a condition of their employment, 
or whose specific job duties do not allow for planning due to timeliness issues or 
employees who have no readily available access to state vehicles or rental vehicles due 
to the employee’s work location. 

(F) Notwithstanding the above, individuals who use privately owned vehicles  
for official state business may be reimbursed up to the standard mileage reimbursement 
rate when they are: 

a. Members of boards, commissions, committees, advisory councils or  
other individuals who are not considered employees of the State of Missouri but who 
are otherwise eligible for mileage reimbursement; 

b. Employees who otherwise would be traveling in a state vehicle when 
the total trip miles calculated on a daily basis are deemed low according to the State 
Vehicle Utilization Review section of the Trip Optimizer and where another employee 
could utilize the state vehicle to a greater extent; 

c. Employees who have a documented physical condition that require  
them to operate vehicles equipped to accommodate their specific needs. 

(G) Employees denied the use of a state vehicle due to their driving record may 
be reimbursed for use of a privately owned vehicle up to the state fleet rate. 

(H) Documentation must be provided to ensure that the travel policy is being 
 followed. For each reimbursement request on the expense account, it will need to be 
clearly identified that a state car was not available for the travel. It will also need to 
denote whether the rental vehicle or personal mileage reimbursement is the lower cost 
option. A copy of the Trip Optimizer results should be attached to the expense account.  
If an exception as detailed in 4.e above is granted, this should be indicated on the 
expense account form and a copy of the approved exception form should be attached 
detailing the reason for the exemption and the dates that it is applicable. 
 
(5) A receipt shall be attached to the monthly expense report for any registration fees, 
 unless they have been direct billed to the department or facility. 

 
(6) Meal Reimbursement 

In order to qualify for meal reimbursement, employees must be in travel status. 
 To be in travel status, the employee must meet one of the following criteria: 

(A) Have an overnight stay while out of domicile on official state business, or 
(B) Be out of domicile for a period of at least twelve consecutive hours while 

conducting state business. 
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Meal reimbursement for in-state travel must  be  necessary to conduct state business.  
The amount of meal reimbursement shall be limited to the actual out-of-pocket expense 
incurred by the employee.  In accordance with the statewide travel policy, the 
maximum rate of meal reimbursement for in-state meals will be: 

Breakfast - $7 
Lunch - $11 
Dinner - $18 

Meal reimbursement  for meals during out of state travel shall be limited to the actual 
out-of-pocket expense and be reasonable for the area as determined by the Federal 
government and published at the attached link:  
http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC 

 
(7) Lodging 

Individuals on state business should use the approved state credit card when 
 possible. For necessary travel expenses which cannot be paid by state credit card, 
individuals shall use personal funds or credit cards.   Lodging expenses may be direct 
billed if agreed by both parties; however, the general practice should be payment by 
state credit card. 

 
(8)  Requests for approval of out of state travel shall be made on the "Out of State 
Travel Authorization” Form MO 300-0072N(4-01) issued by the Office of 
Administration. 
Appropriate authorized approval signatures must be obtained. Approvals are as 
follows: 

(A) For facility personnel, approval by the head of the facility. The form should 
 be retained at the facility and normal reimbursement procedures should be followed. 

(B) For facility heads, central office employees and members of state and regional  
advisory councils, approval by the appropriate division or deputy director. 

(C) For division or deputy directors and members of the Mental Health 
 Commission, approval by the department director. 

 
(9) The criteria for approval of out of state travel are one or more of the following: 

(A) Participation is necessary to receive information to apply for or maintain 
 certain funding, certification or accreditation (e.g., seminar on JCAHO standards or 
Medicaid reimbursement); 
 

(B) Participation is mandatory under federal funding requirements (e.g., meeting 
 to coordinate grant or petition for funding); 

http://www.gsa.gov/Portal/gsa/ep/contentView.do?contentId=17943&contentType=GSA_BASIC
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(C) Participation is required by duties (e.g., medical records custodian testifying 
 under subpoena from court in another state); 

(D) Participation is necessary to present paper on a subject the department  
director or division/deputy director finds relevant to the department mission. 

(E) Participation is necessary because representing the department as a regional 
 or national officer of an organization which the department director or 
division/deputy director finds has a purpose contributing to the department mission. 

(F) Participation is necessary to receive training and education which is not  
otherwise reasonably available within the state. 

 
(10) Air travel is to be direct billed to the department central office and/or its 
 facilities. Air travel may be reimbursed on the Monthly Expense Report only if 
circumstances deem it necessary. Reimbursement to the employee for air fare can only be made 

after the travel has occurred. The department director, division/deputy directors, and/or 
facility heads as appropriate are responsible for reviewing those requests.  

 
(11) Quality assurance – The primary responsibility of authenticating travel 
 reimbursement claims rests with the division and facility fiscal staff.  Each monthly 
expense report shall also be reviewed by accounting staff in the Controllers office to 
verify that department policy and State of Missouri Travel Regulations are being 
followed. 
 

History: Original DOR effective July 1, 1984. Amendment effective July 1, 1988. Amendment 
effective July 1, 1991. Amendment effective July 1, 1994. Amendment effective July 1, 1995. 
Amendment effective July 1, 1996. Amendment effective July 1, 2002. On July 1, 2003 the sunset 
date was extended to July 1, 2004. On July 1, 2004 the sunset date was extended to July 1, 2005. 
Amendment effective September 1, 2004. On July 1, 2008 the sunset date was extended to July 
1, 2011. Amendment effective July 1, 2009. 
 

 


